TIME LIBERATION GHEGKLIST

THE ONLY CHECKLIST A SMALL BUSINESS
OWNER WILL EVER NEED

EVERY SMALL BUSINESS OWNER RUNS INTO THE SAME THREE LANDMINES:
T00 MANY TASKS
T00 MANY INTERRUPTIONS
T00 MANY DECISIONS
THIS CHECKLIST ELIMINATES THEM—PERMANENTLY.
IT"S NOT THEORETICAL. IT ISN'T CUTE.
IT'S THE SURVIVAL PROTOCOL FOR EVERY REAL FOUNDER WHO WANTS CLARITY, CALM, AND CONTROL.

GREENFLAG

ACADEMY




HOW TO UTILIZE THIS CHECKLIST

This checklist aims to address the most significant challenge encountered by
small business owners:

"l never seem to have sufficient time to finish my most crucial tasks."
The system is straightforward and comprises three components:

- The daily reset of 7 minutes

- The weekly time compression framework (15 minutes)

- The Friday Refresh (20 minutes)

No prior experience, tools, or technical knowledge is required.
All elements are crafted to be straightforward, serene, and easy to
understand.



J-MINUTE DAILY REFRESH

These represent the most crucial 7
minutes of your entire workday.
This brief routine alleviates excessive stress
and provides you with clarity for the
following day.

The 60-Second Truth Assessment (reflect on
this question each evening)

What actually moved the business forward
today?

What genuinely wasted my time?
Small business owners only improve what

they notice.
This is the noticing.

TOMORROW'S TOP 3 — THE PRIORITY TRIAD (2 minutes) List the
three tasks that are essential for tomorrow:

« Revenue generators — income received or income safeguarded

« Bottleneck eliminator — an element that alleviates obstacles for you
or your team

t
« Chaos mitigator — an entity that averts a potential crisis



3. One task you refuse to touch again

Select a challenging task and make a
decision:

Eliminate it, assign it, or mechanize it.

4. THE 10-MINUTE CONTROL ROOM (10:00-10:10 daily)
(During these 10 minutes, you will be unavailable.)

« Which decisions are stuck?

What approvals are waiting?

Which deadlines are beginning to fall behind?
Which communication loops require closure?
What tasks can be delegated directly?

5. AlI-ASSISTED MICRO-DELEGATION (30 sec)
Inquire daily:

“What tasks do | perform manually that Al can accomplish
with 80% effectiveness?” Use for example:

« ChatGPT » composes emails, generates quotes, produces reports
« Gamma /Tome - creates presentations & documents

« Notion Al » overviews, task decompositions

o Google Workspace Al » templates, responses

« Zapier /Make - links tools to enable automatic workflows

« Tability / Exercise » organizing your priorities

Assign ONE task each day to Al
This lessens your workload without the need to hire anyone.



WEEKLY COMPRESSION PROGRAM (15
MINUTES)

This weekly routine removes time-consuming tasks and fosters momentum.
You only require 15 minutes, once a week.

6. One template per week guideline—5 min
If an event occurs weekly, establish a template:

o Client update

« Quote/proposal

e Production and Planning Document

o Debrief

o Email reply

o Checklist

o Guideline or Standard Operating Procedure

Allow Al to generate the templates:

“Develop a template for [X] using this example...” This saves HOURS every week,
indefinitely.

7. THE Al DOUBLE-EXAMINER (2 minutes)

Weekly, provide your calendar and to-do list to the Al:

"Please inform me of the actions | take that a business owner should avoid, and how
these can be eliminated or delegated.”

This is the audit you will never conduct on your own.



8. RECOGNIZE & ELIMINATE A ‘TIME WASTER’ (3 minutes)
Select one:

o Colleagues who disrupt your focus

« Customers contacting after business hours
o Emails that dictate your life

« Slack/Teams-kaos

e Frequent context switching

o Administrative tasks performmed manually

e Endless approvals

Complete ONE each week with:

« Boundaries

« Templates

o Automations

o Delegations

o Al draft or routing
o Calendar blocks
o Auto-reply

This step significantly liberates numerous hours.

9. Stop-do list (2 minutes)

List three activities you will not engage in next week.



10. Streamline a workflow (3 minutes)
Each week, automate a single recurring process:

« Invoice notifications
o Contract follow-ups
e Client onboarding
e Schedule meetings
o« Weekly summaries
e Status reports

« Datainput

« Quotation creation

Tool:

e Zapier

 Make

e« HubSpot Automation Processes

e ActiveCampaign Automation

o Google Workspace Artificial Intelligence
e ClickUp Automation Tools

o Airtable Automation Tools

One automation each week equals exponential time freedom.



PERMANENT TIME LIBERATION

(WEEKLY RITUAL, 20 MINUTES) THIS IS THE RITUAL THAT MAKES THE ENTIRE
SYSTEM STICK

1. FRIDAY RETURN — THE ACTUAL OWNER AUDIT (20 minutes)
Every Friday, conduct a review:

v/ The most significant victories reinforce what was effective.

v/ Time Leak You recognize what must be removed.

/ The Priority Triad for next week (Top 3) Critical » Momentum » Chaos
Preventer

V/ Delegations

Compile a list of all items that should not be returned to your table on Monday.
/ Opportunities for Automation Select ONE process to delegate to Al/tools.

/ Calendar Cleanup Eliminate all items that are not essential to the mission.

V/ Personal reset Plan: sleep, exercise, family time.
A fatigued entrepreneur is an unproductive entrepreneur.

This ritual conserves more time than any productivity tool ever developed.



Adhere to this checklist diligently for 30 days, and you will:

- Regain 8-15 hours each week
- Finish your most critical tasks
- Alleviate stress and minimize decision fatigue
- Create straightforward systems without complications
- Decrease daily irritation

- Guide your business with clarity and assurance



